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Document category Description

Articles Carefully formatted content intended fgrublication in a magazine/ Journal

Books Used to compile the manuscripts of a book in a format ready for publication

Essays Contain several pages of basic, unformatted text without speftifimatting requirements

Flyers Used as marketing materiaklsingle page, designed for 6+ foot readability

Labels Contain a page of label templateshich are merged with addresses and printed

Legal Documents Legal proceedingspust conform to specific layout/form, typically build over many revisions a
authors

Letters Contain plain unformatted text, intended for personal communcation

Meeting Notes Used to capture rsults of a meeting, oftarformal, created aehoc during meeting itself

Memo Used to formally present a small amountioformation (e.g. Initiative or concept)

Newsletters Containing multiple streams of specially laid out content (typically a fixed layout making use
aspects of the page)

Notes / Lists Created on demand to store informal information (e.g. brainstorming data).

Outlines Contain an outline of a larger document, but little/none of the actual contents.

Proposals Containing a customer proposal, compiled from several authors and many sources (Excel, |
etc.)

Research papers / Highly technical and conform to a specific laygedmmon usage of academic features like

Reports equations/bibliography.

Resumes Short, highly structured documents intended to convey information in a single page. Format

is used to customize the structured base.

Structured document/  Contain structured content intended to be populated from data sources (e.g. a database) or
Form input from the user
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Work Styles
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B Same time,
different place
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different place
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Office XP:
AFirst XML Support

Microsoft Word 2002 (2001)

Commy

screen resolution: 1024x768

Number bars: 30

User

nterface Additions:

Office 2003:
AXML file format
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Microsoft Word 2003 (2003)
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een resolution: 1024x7
Number of toolbars: 31

User Interface Additions:




A=n ODF via plug in:
-openSource plug ivia SourgeforgeODF1.0)
-Sunplug in (SunversieODF)



wWelk formaat ga ik gebruiken en vanaf
wanneer in het document creatieproces?

wWat zijn eigenlijk de verschillen van ieder

formaat?
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M2 Fabrikam Q4 M2 Fabrikam Q4 M2 Fabrikam Q4
Executive Update.doc Executive Update.docx Executive Update.odt




Options

Opslaan als PDF &fPS

Gratis te en mee te nemen in het
image van Office 2007

Publish what

@ Document

Indude non-printing information

| Document propert

| Document structure tags for accessibility

PDF options


http://www.microsoft.com/downloads/details.aspx?displaylang=nl&FamilyID=4d951911-3e7e-4ae6-b059-a2e79ed87041
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